
 

 

NBS Budgetary Account 
Requests 
Student Guide 





 

 Copyright © Oracle Corporation, 2002. All rights reserved.  

NBS Budgetary Account Requests   
 Page i  

Table of Contents 

NBS Budgetary Account Requests .................................................................................................................1 
NBS Budgetary Account Requests ................................................................................................................1 
Working with Budgetary Accounts ...............................................................................................................2 
Overview of Account Request Process..........................................................................................................3 
Overview of Deactivation Request Process...................................................................................................4 
Requesting Budgetary Accounts....................................................................................................................5 
Requesting a Single Budgetary Account .......................................................................................................6 
Requesting Multiple Budgetary Accounts .....................................................................................................7 
Working with the ADI Tab of the Budget Entry Spreadsheet .......................................................................8 
Working with the ADI Tab............................................................................................................................9 
Identifying MAS Values for Request Form...................................................................................................14 

 





 

 Copyright © Oracle Corporation, 2002. All rights reserved.  

NBS Budgetary Account Requests   
 Page 1  

NBS Budgetary Account Requests 

N B S  B u d g e ta ry  A cc o u n t R e q u e s ts

M a y  2 0 0 4

 



 

 Copyright © Oracle Corporation, 2002. All rights reserved.  

NBS Budgetary Account Requests   
 Page 2  

Working with Budgetary Accounts 

P a g e  2

W o rk in g  w ith  B u d g e ta ry  A c c o u n ts

A C S

1 . A p p ro p ria tio n

2 . A p p o rtio n m e n t

3 . A llo tm e n t

4 . A llo w a n c e

5 . O p e ra tin g  
B u d g e t

T h e re  a re  f ive  ty p e s  o f B u d g e ta ry  A cc o u n ts  in  th e  A c c o u n tin g  
C la s s if ic a tio n  S tru c tu re :

 
• Budgetary Accounts are added or deactivated if the IC is making changes to its budgetary structure. 
 
• ICs will typically only add or deactivate Allotment, Allowance, and Operating Budget level accounts. 
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Overview of Account Request Process 
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c re a te s  n e w  

O p e ra tin g  B u d g e t 
a c c o u n ts

 
• All new account requests for both the ACS and the MAS are now made through the NBS. 
 
• New Allotment, Allowance and Operating Budget requests will be made using offline forms that are 

available on the NIH portal http://my.nih.gov – NBRSS Budget/Finance Community.  These sheets will 
be completed and emailed to the NBS Project Team, who will set them up in the NBS. 

 
• Once an account is created in the NBS, an automated process will convert it into the MAS format and 

forward the legacy CAN to the ADB. 
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Overview of Deactivation Request Process 
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• All account deactivations are also now made through the NBS. 
 
• Allotment Allowance and Operating Budget deactivation requests will be made using form that is 

available on the NIH Portal.  These sheets will be completed and emailed to the NBS Project Team, 
who will deactivate the requests accounts in the NBS. 

 
• Once an account is deactivated in the NBS, an automated process will forward the deactivation 

request to the ADB, where the related MAS CAN will be deactivated as well. 
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Requesting Budgetary Accounts 

P a g e  5

R e q u e s tin g  B u d g e ta ry  A c c o u n ts   

 
• The NBS provides two forms that will be used to submit all requests to set up or deactivate 

Budgetary Accounts. 
• These forms can be accessed through the NIH Portal on the NBRSS Budget/Finance Community 

page. 
• The updated NIH Funds Control Policy is also available on the Budget/Finance community page. 
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Requesting a Single Budgetary Account 

P a g e  6

R e q u e s tin g  a  S in g le  B u d g e ta ry  A c c o u n t  

 
• Steps for completing new account request forms: 

1. Identify the need for a new account(s).  
2. Identify the MAS Values using your hard-copy MAS report. 
3. Identify which specific ACS segment values must be combined to create this new account 

using the ADI tab of your Budget Entry spreadsheet.   
4. Complete either the single request form or the multiple request form, depending on the 

number of accounts you are creating or deleting. 
5. Email this form to the NBS using the “NBRSS - Budgets” mailbox located in the Microsoft 

Outlook Global Address List.   
6. If you are unsure of the specific segment combination needed, the NBS Team will help you 

to identify which values compose your new account. 
7. Receive confirmation from the NBS Team that the Operating Budget has been established.  

You will also receive a new Budget Entry spreadsheet including the new change. 
8. Request the Project level CANs through the Oracle New Project Request form. 
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Requesting Multiple Budgetary Accounts 

P a g e  7

R e q u e s tin g  M u lt ip le  B u d g e ta ry  A cc o u n ts   
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Working with the ADI Tab of the Budget Entry Spreadsheet 

P a g e  8

W o rk in g  w ith  th e  A D I T a b  o f th e  B u d g e t E n try  
S p re a d s h e e t

 
• The ADI Budget Entry Spreadsheet contains several worksheets to help you implement and manage 

the budget entry process.  These worksheets work together to ensure that your budget information is 
appropriately updated. 

 
• The ADI tab contains the MAS codes for your budgetary accounts and the corresponding ACS 

values.  You use this tab when requesting new budgetary accounts. 
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Working with the ADI Tab 

P a g e  9

W o rk in g  w ith  th e  A D I T a b   

B u d g e t A c c o u n t L e v e ls

 
• The ADI tab contains MAS and NBS values for all budgetary accounts. 
• This tab is currently used by the NBS to load budgets into the NBS GL, but can also be used as a 

crosswalk between the new and old account structures. 
• The rows are color coded to indicate which budget level is shown*: 

2. Red = Fund 
3. Blue = Allotment 
4. Green = IE Allowance 
5. Orange = Operating Budget  

 
* Level 1 is not visible at the IC level, and 6 is used in other NBS spreadsheets to  
indicate Project level accounts. 
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Working with the ADI Tab 

P a g e  1 0

W o rk in g  w ith  th e  A D I T a b   

L in k  M A S  to  A C S

 
• The values on the left side of the worksheet with the Green headings are the MAS budgetary 

accounts and CANs. 
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Working with the ADI Tab 

P a g e  1 1

W o rk in g  w ith  th e  A D I T a b   

L in k  M A S  to  A C S

 
• The values on the right side of the worksheet with the blue headings are the NBS segment value 

combinations for each budgetary account. 
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Working with the ADI Tab 

P a g e  1 2

W o rk in g  w ith  th e  A D I T a b   

1

2

 
• When requesting a new budgetary account, the code combination you select must be unique. 
• To determine if the account combination you are requesting already exists, you may set filters in the 

Fund, Fund Limit, Organization, Budget Activity, Mechanism and Line Item columns: 
 
1. Click on the Data pull down menu and select Filter, AutoFilter.   
 
 Result: Filter pull down menus will appear for each column on the worksheet. 
  
2. Using the filter pull down menus, select the Fund, Fund Limit, Organization, Budget Activity, 

Mechanism and Line Item values that you would like to use to create your new account. 
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Working with the ADI Tab 

P a g e  1 3

W o rk in g  w ith  th e  A D I T a b   

F ilte r o n  th e s e  c o lu m n s  to  
id e n tify  a  u n iq u e  a cc o u n t

 
• If values still appear in the columns after you set all of the filters, the budgetary account already 

exists and cannot be requested again. 
• You will need to select a different value for the Organization, Budget Activity, Mechanism or Line Item 

that makes the account combination unique. 
• In the future, Budget staff may be inputting new accounts directly into this worksheet, rather than 

submitting requests to the NBS. 
 
 



 

 Copyright © Oracle Corporation, 2002. All rights reserved.  

NBS Budgetary Account Requests   
 Page 14  

Identifying MAS Values for Request Form 

P a g e  1 4

Id e n tify in g  M A S  V a lu e s  fo r R e q u e s t F o rm   

D /R

A llo w a n c e

B u d g e t 
A c t iv ity

IM N
A llo tm e n t

 
• Use the on-line MAS report from the NIH Data Warehouse DWQuery Budget and Finance module to 

identify the MAS information needed to complete the change request form.  The report is located in 
the Accounting Structures section of the Budget Maintenance window. 
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